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News Clips n
Fall commencement
UCF will confer its 46,500th
baccalaureate degree during
two commencement
ceremonies on Saturday, Dec.
14, in the UCF Arena.
Regent James Heekin, an
Orlando attorney, will deliver
the keynote address at the 9
a.m. graduation ceremony of
the colleges of Health and
Public Affairs, Business
Administration, and
Engineering.
BOR chair J. Clint Brown will
be the speaker at the 2 p.m.
ceremony, at which time
students from the colleges of
Arts and Sciences, Education,
and the Liberal Studies
Program will graduate.
The 1,815-member
graduating class includes 1,457
baccalaureate degrees, 335
master's degrees and 23
doctoral degrees.

Shuttle break

He's

John Hitt celebrated his 51st
birthday on Saturday. But it was
three days earlier that he received his
greatest prize when the Board of
Regents selected him to be the next
president of the University of Central
Florida.
Regents unanimously supported
Hitt during a conference call from
UCF on Dec. 4. Chancellor Charles
Reed, calling the selection a "tough
decision" because of the high-caliber
of all the finalists, said Hitt is a good
"fit" for the growing university.
Hitt, provost and interim
president of the University of Maine,
was selected from an original pool of

142 candidates. He will assume the
duties of the president on March 1.
Hitt was on campus this week
meeting the community and learning
the academic layout of UCF. Then he
will tackle tougher tasks.
"I will get the leadership team
together and start an assessment of
whether we have the right people in
the right places," he told The Orlando
Sentinel. "That is a requisite task in
leadership.
"Then I want to start the process
of consultation into what are the
major priorities of the university. We

Please see HITT, page 3

Arena dedication

John Hitt

UCF employees
give United Way
$53,535 boost
University of Central Florida employees dug
deep into their pockets this fall, contributing
$53,535 to the United Way campaign.
That amount is the largest ever collected at the
university for the campaign, and surpasses this
year's goal of $45,000 by more than $8,000.
Of the 1,929 employees at the university and on
its branch campuses, 41 percent (794) donated or
pledged to the campaign. The average gift was $67.
Last year, 778 faculty and staff members
contributed $52,000.
The largest amount contributed by a department
to this year's campaign was $9,376 from 86 people
in the College of Business Administration. No other
department had that many contributors.
The largest per-gift-average was the president's
office's $215, given by six employees.
A late rally in the final weeks of the campaign
pushed the university over the goal. Between Nov.
1 and 18,122 people contributed $10,864.

Generous gift

University of Central Florida
P.O. Box 25000
Orlando, Florida 32816
Address Correction Requested

Hitt

Regents select University of Maine interim president to head UCF

The LASER Shuttle will
suspend operation for the
holidays beginning Friday, Dec.
13, at 6 p.m., and resuming Jan.
6 at 7 a.m.
There will be some changes
to the shuttle next semester.
• Shuttles will now
terminate in parking lot C-2
(near the Wild Pizza), rather
than in front of the
administration building.
• The existing routes will be
made into three routes and will
now go through Research Park,
the Quadrangle, Collegiate
Village Inn, and to Colonial
Drive.
• The Central Florida Future
will be available on all shuttles.
• Bike racks will be mounted
on the front of all shuttles to
allow commuters to transport
bicycles.

UCF has received $53,945
from the Society of
Manufacturing Engineers'
Manufacturing Engineering
Education Foundation.
The award is part of the
more than $1 million in cash
grants, in-kind gifts and special
awards presented to 68
universities and technical
institutions by the Society of
Manufacturing Engineers'
Education Foundation for 1991.

Dec. 11,1991

Happy holidays
Players battle for the tip-off as Secretary of Professional
Regulation George Stuart and President Bob Bryan
stand by during the dedication of the UCF Arena Dec. 2.

The staff of The UCF Report extends its wishes
for a wonderful holiday season to the entire
university community.
This is the final issue of the newspaper in 1991.
We will print again on Jan. 8, then resume our
normal publication schedule.
See you next year.

Next issue of The UCF Report is Jan. 8 • Deadline Dec. 31
Non-Profit Organization
U.S. Postage Paid
Orlando, Florida
Permit No. 3575

Memorandum
To: University community
From: Barth Engert, commencement committee
Subject: Fall commencement
Commencement ceremonies are scheduled in the arena on Saturday, Dec. 14, as
follows: College of Business Administration, College of Engineering, and College of
Health and Public Affairs, 9 a.m. College of Art and Sciences, College of Education,
and Liberal Studies Program, 2 p.m. The procession line-up will begin 30 minutes
prior to each ceremony in room 155 of the arena. Enter the arena at the first level
under the central stairway. Proceed down the left corridor. Major professors assisting
with doctoral hooding join their candidate in the corridor to the right.
Because of very limited parking near the arena, faculty are encouraged to carpool to
lot F-l (next to the arena). Unpaved parking is available in temporary lot 600. Shuttle
service to the arena from lots G-l, G-2 and G-3 will be available starting at 7:30 a.m.
To: Administrative council
From: Janet Park Balanoff, equal opportunity and affirmative action programs
Subject: 1992 SUS position vacancy announcement deadlines
The Board of Regents will continue its system of electronic transmission of the PVA
back to the campuses. This system will be reviewed in 1992 with the possible inclusion
of electronic input from each university. All regular faculty and administrative and
professional vacancies must be posted in the PVA for at least 10 work days. Visiting
faculty positions for one year or less need not be posted. Recruitment through
national/state/local advertising, contact with colleagues, or other strategies must be
documented in addition to the PVA since its effectiveness is known to be limited.
Dates are provided on the earliest possible closing dates; posting may run at any time
during the recruitment period if it extends beyond the minimum period. Closing dates
in all media should be identical. Ads in scholarly or professional media may indicate
that "Applications received before (a certain date) will receive priority consideration,"
if the hiring official prefers an open posting period. At the end of the search, the PVA
must be run with a defined closing date. (No search will be valid without a PVA.)
To: Administrative council
From: Janet Park Balanoff, equal opportunity and affirmative action programs
Subject: Resources for hiring officials
This is a reference list of resources available in the office of equal opportunity and
affirmative action programs for hiring officials and search committee chairs. They
should be secured by your department when a vacancy is being filled. If you need any
of these materials, please call us at xl336. They are readily available.
• "Search Committee Handbook" (dated June 1991): This serves as a rule under the
Horida Administrative Code. A description of the entire process is provided, with
guidelines, options at each stage, suggested non-discriminatory interview questions.
• "Vacancy Announcement Procedures" (Issued November 1991): Describes which
positions must be posted in the SUS, which must be advertised, what scope the
searches normally include.
• "Posting Dates" (Issued Nov. 4,1991): Deadline dates for transmitting SUS Position
Vacancy Announcements to EEO for review and forwarding to appropriate vice
presidential offices and the BOR. Lists earliest possible closing dates; departments
may select any weekday beyond that to coincide with other advertising, conferences.
• "Tips for Search Committee Chairs" (Issued November 1991): Practical information
on organizing the process.
• "How-To's for Conducting a Faculty Search" (Issued November 1991): Information
for committee chairs and members.
• "How-To's. for Conducting an Administrative and Professional Search" (Issued
November 1991): Also designed for committee chairs and members.
• "How-To's for Conducting an Internal Search" (Issued November 1991): When
circumstances dictate that no new line is available, internal searches are conducted.
• "Applicant Logs" (Revised August 1981): Formats for listing each applicant for
faculty or A&P positions.
• "Sample Letters" (Issued Nov. 1,1991): Formats for acknowledging an application,
requesting a nominee to become a candidate, etc. There are 10 letters in the packet.
The following forms necessary in the hiring process can be obtained from the office
of academic affairs: SUS Position Vacancy Announcements (PVA's); SUS PVA change
orders (to amend a posting); faculty applications; faculty and administrative applicant
summary (cover page for hiring folders): Form AA19, Revised March 2,1988
To: Administrative council
From: lanet Park Balanoff, equal opportunity and affirmative action programs
Subject: Position vacancy announcement procedures
Electronic transmission of the statewide Position Vacancy Announcement back to
the universities will continue. The board's EEO office developed a list of requirements
and procedures to ensure smooth and timely listings. I have added the campus
procedures as well, and I encourage you to provide complete information and
signatures at each review stage to minimize the need for follow-up calls.
• Line numbers, position titles, class codes, and other descriptive information
should be secured by the hiring unit and typed on the PVA. Without this information,
it will not be processed.
• Minimum qualifications indicated on PVAs must match state specifications, if
applicable; this is most common for A&P positions. Required and preferred
qualifications should be differentiated. The description of qualifications must be less
than 60 words. If the description extended to a second page, please make five copies,
to accompany each page of the multi-page PVA.
• Signature at the dean's level or the vice president/unit director's level must
appear on the PVA prior to approval by EEO. If the review signature does not appear,
the PVA will be returned for completion.
• If the PVA is received in the EEO office by the deadline, timely processing will be
ensured. Please note that processing by academic affairs or personnel follows this
office's review; the earlier forms are received, the better. UCF mails forms as they are
approved, to even out the work flow at the board office.
• Forms will not leave this campus if they are incomplete in any area. The board
office has noted that their data-entry system requires complete entries or PVAs will be
returned. We will not want to miss an entire posting period for one blank space, so
please ensure completion before forms are presented for review.
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• The following quick reference list describes the types of positions which must be
posted in the SUS PVA, and those which are optional. The normal recruitment scope is
also noted; departments are responsible for appropriate advertising.
Recommended scope of advertising
PVA required?
Type
Faculty
Regular instructional
National
Yes
Visiting instructional
— less than one year
Appointment will not be renewable.
No
Candidate may be identified in any
non-discrimatory way.
Appointment is renewable in
more than one year
Yes
accordance with academic policies.
Southeast regional or Horida ads,
letters may be used.
National
Administrative faculty with rank
Yes
Limited region
Non-tenure earning administrative
Yes
Local
Adjunct
No
A&P
Regular (pay grades 01,02)
Yes
Central Horida or statewide,
professional socieities' meetings or
newsletters.
Broadened scope as appropriate
(pay grade 03 and above)
Yes
for the level of position — regional,
state, Southeast or national
Appointment will not be renewable.
Limited contract (less than one year)
No
Candidates may be identified in any
non-discriminatory way.
To: All employees
From: Personnel services
Subject: Holiday observance
The following holidays will be observed by the SUS as paid holidays during 1992:
New Year's Day, Wednesday, Ian. 1; Martin Luther King's birthday, observed
Monday, Ian. 20; Memorial Day, observed Monday, May 25; Independence Day,
observed Friday, July 3; Labor Day, Monday, Sept. 7; Veteran's Day, Wednesday, Nov.
11; Thanksgiving Day, Thursday, Nov. 26; Day after Thanksgiving, Friday, Nov. 27;
Christmas, Friday, Dec. 25. State rules require employees to be at work or on
approved leave with pay the normal work day prior to a holiday in order to be paid
for that holiday. For information, contact Linda Browning, x2771.
To: All summer conference housing participants
From: Tamara Jones, department of housing and residence life
Subject: 1992 rates
The 1992 summer rates have been established as follows: Plan I (without linens) —
$12 per person, per night; Plan II (includes linens) — $18 per person, per night.
To: All faculty
From: Anne Marie Allison, library
Subject: Library research study rooms for faculty
One of the nicest features the library offers is the use of reserved study rooms for
faculty members conducting research. Guidelines for the use of those rooms follow:
• Requests for the use of a study room should be submitted to Roger Simmons,
circulation librarian, by Jan. 11. He will assign rooms provided there is adequate space
to meet the requests.
• If requests exceed supply, assignments will be made by the faculty research study
room committee, comprised of a representative from the faculty senate and the United
Faculty of Florida, plus the circulation librarian.
• Keys will be issued to faculty at the library circulation/reserve desk.
• Seven rooms are available on a semester basis. Three additional rooms will b a
available for short-term projects.
• Preference will be given to individual faculty members actively involved in
research and writing projects in which use of library resources is important.
Assignments are not made en masse to departments or groups.
• The library is a smoke-free building and smoking is prohibited in every area of the
library. Eating or drinking is permitted only in the staff lounge. Faculty are expected
to abide by these policies. Access to the staff lounge is obtained from the circulation
librarian. Disregard of these policies will result in revocation of room privileges and
reassignment of the space.
• Library materials kept in a study room must first be checked out at the circulation
desk. The library staff retains the right to inspect a room at any time. Library materials
not properly checked out will be returned to the shelves. Repeated offenses will result
in termination of room privileges and reassignment of the room.
• An assignment of $5 will be charged if a room key is lost or not returned.
• The last day of the final examination period normally will coincide with the last
day for use of the room unless prior arrangements have been made in writing with the
circulation librarians to use the room during a semester break.
• Faculty must reapply each semester for use of a room. There is no guarantee that a
room will be available to an individual who qualified the previous semester. The
needs of those reapplying will be considered along with those of new applicants.
• Two people may be assigned to the same room depending upon demand. The
individuals involved are expected to work out mutually-agreeable arrangements.
We want to make your experience at the library a pleasant one. If you have any
questions, contact Roger Simmons, x2580, or me, x2564.
To: University community
From: Tania String, art gallery
Subject: Artwork on loan to departments
For inventory purposes and a change in UCF Art Gallery administration, we request
all artwork loaned to departments since 1984 be returned to the new art gallery, art
complex, between Monday, Dec. 16 and Friday, Dec. 20. For assistance, call x2805.

Please see MEMORADUM, page 4
The UCF Report
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HITT, continued from page 1
are facing some budget cuts and we have got to
have some sense of shared priorities so people
will feel the reductions are being made in a
purposeful manner."
Hitt was chosen over two other finalists —
Arlene Okerlund, academic vice president at San
Jose State University, and Ruben Arminana, vice
president for finance and development at
California State Polytechnic University-Pomona.
Another candidate, Central Connecticut State
University President John Shumaker, withdrew
early last week.
Reed said he did not decide on Hitt until late
Tuesday afternoon because all the finalists were
so strong. "In the end I had to use my best
judgment," Reed said. "(Hitt) was a better fit. He
was strong. He would be a steady hand. He had a
good record. He had a balance."
Hitt will be the fourth president of UCF. The
others were Charles Millican, Tevor Colbourn
and Steven Altman.
Interim President Bob Bryan will remain in his
position until Hitt oficially assumes the
responsibilities of president.

John C. Hitt: A Closer Look
Born: Dec. 7,1940
Family status: Married Martha Halsted
on Dec. 23,1961; has two adult
children
Discipline: Psychology
Experience:
• Interim president, provost, and
professor of psychology, University of
Maine, current
• Vice president, academic affairs
and professor of psychology,
University of Maine, 1987-1991
• Provost and vice president,
academic affairs, and professor of
psychology, Bradley University, 19771987
• Vice president, TCU Research

Foundation, Texas Christian University,
1974-1977
• Dean, graduate school, Texas
Christian University, 1975-1977
• Associate dean of the university,
Texas Christian University, 1972-1977
• Associate professor of psychology,
Texas Christian University, 1969-1977
• Assistant professor, Tulane
University, 1966-1969
Education:
• Ph.D in psychology, Tulane
University, 1966
• MS in psychology, Tulane University,
1964
• AB in psychology (cum laude), Austin
College, 1962

People
Employee of the month

Flexibility, love for people are why
records coordinator is successful
Glema Wilson has her hands full. The records of
700 undergraduate and 90 graduate students are in
19 file drawers in her office.
Richard Tucker, chair of the psychology
department where Wilson is records coordinator,
insists she is a "mother hen" to the students. But
Wilson, December's employee of the month,
considers herself a guide and a teacher. "I don't
tell them I know something if I don't," she said.
"I'll get on the phone and find out, because I'll
need to know for the next person who asks."
Earning two degrees from UCF may have given
Wilson that special affinity for students and their
needs. "I tell students when they are working with
the UCF system, find that special human being in
each department and that person will help you."
Being flexible and genuinely liking people is
Wilson's recipe for success. "She cares about
students, faculty, and staff," said department
office manager Louise Nuckolls.
Lindsey Dedow, a student assistant, has worked
with Wilson for a semester. "I was impressed by
the quality of information she gave the students,"
said Dedow, explaining that if she needs help,
Wilson will "drop what she's doing and answer
questions. She gives enough information when
advising that students don't have to run all over
campus," Dedow said.
Wilson developed her sense of community in
Kentucky, in a town named Phyllis, where she
grew up. It was a "truck farming" area in
mountainous country. Living there was like being
part of one big extended family. "It's a beautiful
place, but there are not a lot of jobs," said Wilson.
She calls the people there a wonderful resource,
and describes the exciting night life there as
"covered dish suppers at church, where all the
ladies bring their special dish."
"There was a woman who was like everybody's
aunt," Wilson recalled. "She would feed us cookies
and tell us stories. That was how we absorbed the
history of the place."
After high school, there were no jobs in Phyllis,
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so Wilson left and worked as a receptionist, a
typist, and then in sales. Twenty-eight years ago,
she moved to Orlando where she met her
husband, Ed. They have a son, Donald, and a
daughter, Brenda.
Mimi, their cat, allows them to live with him.
They are his family and they live in his house.
Mimi was named before the Wilson's got him.
They had just lost their Siamese cat; Ed didn't
want another. They stopped at a driveway with
the sign "Divorce Sale" in the yard. There were
free kittens, which the woman there said would
have to go to the Humane Society. A black kitten
walked up to Glema and stared at her. Glema

picked it up and walked back to the car. All the
while, Ed was talking about how they didn't need
another cat. When they got in the car, he looked
over at Wilson and said, "Where did that come
from?" "That's when Mimi went to work on him,"
Wilson said.
Working as a student assistant in handicapped
student services was very educational for Wilson,
but not as educational as an experience she had as
a student. "I'd been in an automobile accident. My
foot was broken, four of my ribs were broken and
my arm was broken. My husband thought I was
going to have to drop out, but it was close to the
end of the fall semester," Wilson explained. What
she did instead was rent a wheelchair. When Ed
dropped her off that first morning, she sat down
with her books in her lap. "The first time I tried to
push that wheel with four broken ribs, I knew that
wasn't going to work." She ended up pushing the
wheelchair, with her books in it, for the rest of that
day. She finished that semester.
"I love this kind of atmosphere to work in, with
students," said Wilson.
When students tell Wilson they don't want to
take extra classes, Wilson tells them: "You're going
to use it." She strongly suggests that students take
a business report writing class, because "business
people will assume a college graduate can write."
"I just hear over and over again from students,
including some who have sent unsolicited letters,
about what special attention they get," said
Tucker. Even though the department has had a
"100-percent increase in students since she started
here four years ago, she always manages to give
that individual attention you might normally
expect to see only in smaller departments."
"We are just delighted that even though we
don't have a way to reward her financially for all
the good things she does, this kind of recognition,
which she deserves, is available," Tucker said. "It's
very satisfying to all of us who work with her."

— By Irene Chandler
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Classified
For Sale
Barstools, 2 Rattan 24 in. swivel counter stools. Great
cond., $50/pr. Sells new $60 ea. 277-0379.
Bed, single, mattress, box spring, frame. $75. Smith
Corona Electra typewriter w / Spell Right Dictionary,
other features. New. $85. Darlene, x2667 or 679-1677.
Bike, 10-speed, Bridgestone City/Mountain, burgundy,
used no more than a dozen times. $75. Donna, 658-6834.
Bookcase/TV unit, good condition, walnut-style finish,
$65. Stereo cabinet $35. x2501 or 366-7780, evening.
Car, '85 Nissan Sentra, auto, A / C , A M / F M stereo cass.,
excellent condition inside and out. Low mi. Must see
and drive to appreciate. $3,200. Judy, x5544 or 339-2043

Miscellaneous, antique sofa, $100; domestic table
sewing machine, $50; 8mm movie projector and 5 oldtime movies, $40; Ludwig snare drum w / stand, case,
$100; He-Man figures, vehicles, $30; old lead crystal
punch bowl, cups, $100; brass and crystal candelabras,
$25; Firm prices. Mary, x4663 or 380-5651, evening.

2B/2B, on 5 acres, fenced. Close to UCF. Available soon.
Rent negotiable. 365-3425.

Rear window, C-10 p-up. New in box, $25. Larry,
648-5590.

Roommate, share 4 / 2 lakefront home, 2 mi. from UCF. 1
bdr $325 mo. and half utilities. 679-6261.

Speakers, Bozak CS400. $200 for pair. Walnut, 200-watt
floor model. Originally $850 a pair. 677-0525 or x2047.

Roommate, M / F , 3/2, w / d , $250 mo., 1/2 utilities. 1 mi.
from UCF. 679-6270, after 6 p.m.

Speakers, pair. Cerwin-vega floor speakers, 400 watt,
fuse protection, mid-range, $350. 381-4711.

Roommate, share 4 / 2 house, $315 mo., $125 deposit,
plus 1 / 2 utilities. Non-smoker, responsible female.
Washer/dryer, large fenced yard, 2 mi. from UCF. x5190
or 275-7624, leave message.

Waterbed, king size, waveless, heavy frame, padded
bumpers, heated, excellent condition. $125. 568-6302.

For Rent

Car, '86 Ford Ranger XLT, extra cab, 5-spd, P / S , P/B,
A / C , 46,000 mi. (original), very clean inside and out.
Marc, 699-4398.
Go-cart, $200. Philip, 671-2524, after 5 p.m.
Home, in College Park, 1925 Spanish Colonial Revival
style, near scenic Lake Ivanhoe. Large sunlit spaces,
high ceilings. Freshly painted w / new roof. Attractive
terms. 2 b d r m / 1 full bth, 1 unique half bath. $118,000.
896-1845.
House, 4/2.5 on Lake Cherokee. Renovated historic 2story w / fireplace, oak floors. $295,000. Adjacent lot
available. xl475 or 422-4422.
House, 3/2 in Stillwater. 2 mi. north of UCF on cul-desac. Reduced to $84,000. Ceramic tile, security system,
fireplace, screened porch, custom verticals. All
appliances included. Terry, 249-6100.

Bedroom, furnished, sunny, quiet. Kitchen facilities.
$215 mo., 1/3 utilities. First and last month deposit. No
smoking. References. Full-time employees or
graduatestudents preferred. Swimming pools, tennis
courts, etc. Fairways. App. 5 mi. from UCF. Shirley,
x5645 or 281-6533, after 2 p.m.
Duplex, 2/1.5, 2-story, fenced yard. Convenient
location. x2389 or 275-8165.
House, furnished 2/2 w / office/library. Lakefront,
many large oak trees on 1.4 acre lot at end of quiet
street. Available Jan. 1-May 1. $800. x5681.
House, 4/2.5, furnished, pool, lakefront, very private, in
Winter Springs. Available Jan.-July. $800 mo. Alvin,
x2568 or 699-1403.

Wanted

Volunteers, to donate one of two hours a week
delivering food to needy families for OUTREACH, a
local charity organization. Kathy, 366-7365.

Miscellaneous
Beautiful Siamese cat needs good home. Adult,
declawed, spayed. Princess has been very well taken
care of. She is of very pleasant temperament. Call
Thyme, 249-4150. Leave message.
In October, the woolly worms predicted a beautiful
Carolina winter. Reserve now for skiing, hiking, winter
fun. Toast in front of the fire. Views Mt. Mitchell and the
firmament from loft bed. See photos. $350 a week. 6470823.
Note: The UCF Report will no longer run services-formoney advertisements due to limited space in the
newspaper conflicting with an increasing number of
such ads.

Calendar
Courses:
The Center for Executive Development

is offering the following:
• Monday-Tuesday, Dec. 16-17,

Managing the Purchasing Function, 9
a.m.-4 p.m.

Memorandum
MEMORANDUM, continued from page 2
To: University community
From: Linda Bonta, finance & accounting
Subject: Christmas holidays
For your information and planning, the following areas in
finance & accounting will be closed during the holiday period:
Area
Supervisor
Phone
Closed
Cashiers
June Case
x2669
Dec. 23-31
Student accounts Jerry Hormuth x2801
Dec. 23-31
Travel
Oscar Canonizad x5231
Dec. 23-27
Other areas will be open with a minimum staff. If you have
needs during the periods, make arrangements with the
supervisor or call Wilson Rosario or Beverly DeLong, x2541.
To: All State Health Plan participants
From: Deborah Evans, personnel services
Subject: South Seminole Hospital
Effective Dec. 1, South Seminole Community Hospital will no
longer be a participating PPC provider. Should you receive
services from there, benefits will be paid at non-PPC levels.
This change may also alter the participating status of some PPC
physicians. Employees are encouraged to verify physician's or
other health care provider's status prior to having services
rendered. Employees may receive PPC benefits at the following
area hospitals participating in the PPC network: Central Florida
Regional Hospital; Horida Hospital and its satellite facilities;
Orlando Regional Medical Center and its satellite facilities;
West Orange Hospital; Winter Park Memorial Hospital. For
information regarding the PPC network, contact Blue Cross/
Blue Shield at (800) 825-2583 or personnel services, x2771.
To: University community
From: Bob Arnold, instructional resources
Subject: Christmas break hours
The office of instructional resources will be closed Dec. 26,27,
30 and 31. Requests for classroom support and other services
needed for the spring semester should be made prior to Dec. 25.
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To: All university employees
From: JoEllen Borum, personnel services
Subject: W-4 card update, payroll office relocation
As you know, all benefits information and annual W-2
statements are mailed to the address which appears on your biweekly pay slip. In order to ensure accuracy, please verify this
information by reviewing your payroll slip. If corrections are
required, you must make the changes at the payroll office no
later than Friday, Dec. 27. If you have filed for exempt status,
you are required to reapply each year, as the status will
automatically expire on Tuesday, Dec. 31.
To: Departmental secretaries
From: JoEllen Borum, personnel services
Subject: Payroll relocation and holiday schedule information
On Dec. 6, the payroll office was relocated to the personnel
office training room, ADM 230, x2771. Due to the upcoming
holidays, the payrolls for the pay periods ending Dec. 19 and
Jan. 2 will have early deadlines. The following is a schedule for
submitting PAFs and time cards as well as payroll certification
pick u p and submission dates and times.
Pay period ending Dec. 19: PAFs are due in personnel no later
than Dec. 13. Time cards are due in personnel by noon Dec. 19.
Payroll certifications for this period will be available on Dec. 10.
Undergraduate payroll certifications are due by 3 p.m. on Dec.
12; faculty/staff certifications are due by 3 p.m. on Dec. 16. All
changes for this payroll must be made by !0 a.m. on Dec. 19. It is
imperative that all payroll certifications be submitted and
processed accurately, no revolving fund checks will be issued,
in compliance with BOR Rule 3a-31.226(6). Pay day is Dec. 27.
Pay period ending Jan. 2: PAFs are due Dec. 20. Time cards
are due by noon on Jan. 2. Payroll certifications for this period
must be picked up on Dec. 23. Undergraduate certifications are
due in payroll by 10 a.m. on Dec. 26; faculty/staff certifications
are due by 10 a.m. Dec. 30. All changes for this payroll must be
made by 10 a.m. Jan. 2. Pay day is Jan. 10.
As you schedule vacations, ensure that someone from your
department will be available to meet these deadlines. For
information, contact the personnel office, x2771.

Seminars:
The Small Business Development
Center is sponsoring the following. For
information, call x5553 or x5554.
• Monday, Dec. 16, Government
Contracting Basics, 5-7 p.m.
• Tuesday, Dec. 17, Improving Employee
Productivity, 1-4 p.m.
• Tuesday, Dec. 17, More Sales Through
Marketing, 9 a.m.-noon.
• Tuesday, Dec. 17, Steps to Starting Your
Own Business, 5:30-8:30 p.m.
• Wednesday, Dec. 18, Product
Innovation, 9 a.m.-noon.
• Thursday, Dec. 19, Steps to Starting
Your Own Business, 5:30-8:30 p.m.
• Thursday, Dec. 19, Tax Planning, 9
a.m.-noon.
• Thursday, Dec. 19, International
Business Briefing, 9-11 a.m.
The Center for Executive
Development is presenting the following
seminars. For information, call x2446.
• Monday-Tuesday, Dec. 16-17,
Managing the Purchasing Function.
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